THE GOVERNING BODY FOUNDATION
A GUIDE TO RUNNING A GOVERNING BODY ELECTION IN 2018

Background
Here is a summarised, step-by-step guide to the managing of a Governing Body Election in a school – a general outline in laymen’s terms, with a step-by-step checklist of dos and don’ts, as well as comparisons with what we have done in the past, and that which we may no longer do. 

These guidelines are in line with the national prescriptions and general intentions, but inevitably, in the end, the document remains an interpretative opinion piece which may be overruled by an over-zealous official somewhere in the system.  Within the confines of this cautionary note, and on the understanding that our document does not replace, but augments, the training given by the provincial departments, we offer it as a help to avoiding some of the pitfalls and potholes on the path to a trouble-free election.

To help you further, we have placed a set of exemplar documents on our website.  These you may use, adapt or simply compare with your own. If you use them, alter whatever is printed in RED to make it match your own school’s circumstances.

What is new?
In fact, what is new differs from province to province.  What follows lists aspects that are new in at least one province, but could have been standard practice in the province in which you find yourself.  Please read the rest of this section in that light.
· Quorum
· The quorum in ALL provinces is 15% of the number of parents on the voters’ roll, except in the W/C – only 10%.
· If this quorum is not achieved at the first meeting/election, a second one must be scheduled to take place within 14 days, at which no quorum is needed. (In the Western Cape, it is required that there be a gap of at least 5 calendar days between the two, and provision is made for giving provisional notice of the second one in the notice of the original meeting.  If a quorum is not achieved at the first meeting, schools must confirm by official notice to parents that the second meeting/election will indeed take place on the given date. Nominations made in respect of the first election still stand, but additional nominations may be made in writing as before, or at the reconvened nomination meeting where there is one.)
· The following explanatory comments with regard to setting up the voters’ roll may be helpful:
· The school must set up its own procedure to ensure that all parents are registered and placed on the voters’ roll (a form is on our website which could be used in any province to register parents as voters, by sending it home with learners or e-mailing/posting it: in the W/Cape the voters’ roll can be generated using CEMIS.)   
· In the event of a dispute over which parents may vote, or if the registration form referred to in the previous paragraph is not returned, the admissions register becomes the final arbiter.
· The voters’ roll can include a parent’s name only once, however many children s/he may have in the school.
· No child may have more than two parents appearing on the voters’ roll.
· The voters’ roll for parents must be available for scrutiny from 7 days before the election day (10 calendar days in the Western Cape).
· The relevant voters’ roll must be available at each election venue, and be used for the marking off of voters.  
· Proxy votes
· Proxy votes are no longer allowed (except possibly in Gauteng: the draft regulations in that province prohibit proxy votes, but they have not yet been published.  If they are published before the elections are over, we will put out a special note to schools in Gauteng.).
· The number of days’ notice
· Whenever you are required to give notice, it is calculated in calendar days: i.e. including weekends and holidays.
· In calculating the days required, you exclude the first day (the day the notice went out), and include the last day.
· Extended election
Schools in all provinces may apply to their District Director to run an extended election (generally referred to as a full-day election, though it does not have to cover the full day if you don't want it to – it can be set up to run for a number of hours, without going to the extent of carrying on for a full day, and it may be split into a number of voting sessions:  e.g. from 07h00 to 09h00; again from 14h00 to 17h00 and 19h00 to 21h00, or any other split which is conducive to getting the parents to come along and vote).  The critical aspects in this regard are as follows:
· Schools must specifically apply for permission to do this and be granted such permission. 
· The Electoral Team and Electoral Officer must be on site at the election venue throughout the period(s) of voting.
· Profiles of nominees should be made available to all potential voters.
· The quorum will be calculated on the number of votes cast, and remains at 15% of the roll (except in the Western Cape, where it is 10%.  Also in the W/C, even if the number of nominees is equal to the number of parent vacancies, an election must still be held in order to obtain a quorum.)
· Notice periods and the requirement to have a nomination meeting are the same for the extended election as for an ordinary election (except in the Western Cape, where there is no nomination meeting, and all nominations are due in advance, in writing.)
· Size of the SGB
This has changed in some provinces. See the table at the end of this document.
· Election of office-bearers
Note that in all provinces other than in KZN, the Principal oversees the election of office bearers.  In KZN it is the Electoral Officer.
Some common pitfalls to be borne in mind and avoided
· The National Guidelines are silent on who may be appointed to act as School Electoral Officer, while the Training Manual states that it may be the principal or senior manager of another school, or an educator who has received training by the Independent Electoral Commission, provided that the educator is not appointed to serve in a school in which s/he is employed.  Check on this in your province.  
· A candidate may be nominated and seconded only by a person belonging to the same category of governing body membership as the candidate (e.g. a teacher may only be nominated by another teacher, and a parent by another parent). The matter is more complex in the case of parents who are also employed at the school.  They may vote for, nominate or second candidates in both their own employee category (e.g. educator or non-educator category) and the parent category, but they may not stand for election in the parent category if they are employed at the school.
· Voters should be given an explanation of the voting process (written, verbal or put up on a screen or board), including the minimum and maximum number of candidates to be voted for and how to record a vote – e.g. by placing an X next to the nominee, or writing the name of the preferred candidate or candidates on the ballot paper.  A sample is on the website.
· The counting of votes must be open to observers and candidates.
· Profiles of all nominees may be displayed outside the voting station – especially useful in the event of a full day election.
· When the number of votes recorded for two or more candidates is equal, and only one of them can be elected without exceeding the prescribed maximum number of candidates to be elected, the result will be ascertained by means of the candidates drawing lots, tossing a coin or by using some similar method that allows for a random selection between tied candidates. This must be done openly and with the agreement of the candidates. (The Western Cape provides only for the drawing of lots, and not any other option.)

Some ideas around ensuring a quorum
· Make sure that all your notices are in clear, simple language and they must be in the language or languages used for teaching in the school, but if it is possible to do so, it would be a good idea to have them translated into other languages which are widely used by the parent community as well.
· [bookmark: _GoBack]Link the election to some other activity which is likely to act as a drawcard, without detracting from the importance of the election.
· Where you have the means to do so, give an electronic reminder of the election the day before it takes place.
· If possible, give another reminder of the election on the relevant day, about an hour before the meeting is due to start.
· If it appears that it may be difficult to reach the required number to form a quorum, use an SMS system and/or the social media (Twitter, Facebook, etc.) to call on parents to attend.
· It may even be worthwhile to get all the ‘early birds’ to use their cell phones to call on someone they know, but who is not present, to attend: the personal touch often carries more weight than an anonymous or faceless notice.

After the election
· Remember that office-bearers must be elected by the new SGB at its first meeting.  (NB: the chair of the SGB must be an elected parent member (I.e. cannot be an employee), but the regulations allow for office-bearers such as Treasurer or Secretary to be co-optees (except in Gauteng – they must be electees with voting rights). You may thus co-opt a knowledgeable person into these positions where an electee with the necessary skills is not available.)
· Such meeting should take place as soon as possible after the election (preferably at the conclusion of the announcement of results, otherwise within 14 days of the election, except in the W/Cape where the period is 5 calendar days). 
· It appears that in provinces other than the W/Cape, the outgoing SGB ceases to exist as soon as the results of the election are announced.  Until office-bearers are elected, the Principal will be the school’s ‘accountable officer’ and will act as SGB Chair. Signatories on, for example, school bank accounts may continue to sign on behalf of the school until the bank or other institution formally changes the signatories. (In the Western Cape the outgoing SGB remains in place until the completion of handover process.)
· Carry out all the necessary measures to inform your Department of the outcomes of the election.  The necessary forms and processes have been provided to schools and are ‘old hat’, so we are not going into them here again, but it is important that you follow through on this formalization and finalization process.
· All documents pertaining to the election must be kept safely for a period of 3 months following the election.

Composition
NB: this has changed in some provinces. In the Western Cape all primary schools consist of 9 members, and high schools have 13 members. In other provinces, the following tables apply.

	COMPOSITION OF THE GOVERNING BODY IN ORDINARY PUBLIC SCHOOLS

	Type of school
	Enrolment
	Principal
	Educator members
	Parent members
	Non-educators 
	Learner members
	Total

	Primary school
	1 to 159
	1
	1
	4
	1
	0
	7

	Primary school
	160 to 700
	1
	2
	5
	1
	0
	9

	Primary school
	701+
	1
	3
	6
	1
	0
	11

	High school
	1 to 649
	1
	2
	7
	1
	2
	13

	High school
	650+
	1
	3
	9
	1
	3
	17

	Combined school
	1 to 499
	1
	2
	7
	1
	2
	13

	Combined school
	500+
	1
	3
	9
	1
	3
	17



	COMPOSITION OF THE GOVERNING BODY IN PUBLIC SCHOOLS FOR LEARNERS WITH SPECIAL EDUCATION NEEDS

	Type of school
	Enrolment
	Principal
	Educator members
	Non-educators
	Parent members
	Learner members
	Elected members
	Total

	Primary school
	1 to 149
	1
	2
	1
	5
	0
	9
	Plus additional members per laid down categories 

	Primary school
	150+
	1
	3
	1
	6
	0
	11
	

	Secondary school
	1 to 149
	1
	2
	1
	6
	1
	11
	

	Secondary school
	150+
	1
	3
	1
	8
	2
	15
	

	Combined school
	1 to 149
	1
	2
	1
	7
	2
	13
	

	Combined school
	150+
	1
	3
	1
	8
	2
	15
	


Please see also the Checklist below.  We hope this brief Guide provides clarity and adds value to the process.

CHECKLIST FOR THE MANAGEMENT OF AN SGB ELECTION
	No
	Action/requirement
	Deadline/period (if relevant)
	Done

	Administrative actions to be completed prior to the election

	1
	Nominate an electoral officer and get approval from your district director for the appointment. (In some provinces, the district director takes the initiative in this regard, but the school needs to ensure that it is actually done.)
	
	

	2
	Those wishing to use the extended election concession must apply for permission to the district office.
	
	

	3
	Set the date of the parent election.  (Other categories of voters must complete their elections BEFORE the election of parent members.)
	At least 14 days before in the W/Cape.
	

	4
	Draw up an accurate voters’ roll for each category of voter (parents, educators, other staff, RCL members).
	
	

	5
	Distribute notices formally in a manner usually used by the school for circulating information.
	14 days before the election (21 calendar days before the election in the W/Cape)
	

	6
	Give some form of guidance to the parent body around acceptable and unacceptable canvassing (see Undercurrents, Number 6 of 2018).
	
	

	7
	Hold the separate educator-staff and non-educator-staff elections in advance of the parents’ election.
	These must have happened before the parent elections, and at least 14 calendar days before the elections in the W/ Cape
	

	8
	Send out a list of nominees 14 days before the date of an extended election (required in the W/Cape, and we recommend a similar approach elsewhere).
	14 calendar days before the date of an extended election.
	

	9
	Make the voters’ roll for parents available for scrutiny.
	7 days before the election (14 calendar days before the election in the W/Cape)
	

	10
	Call for the nomination of candidates to stand for election. (Ensure that parents understand that nominations may be made in writing, in advance, but also at the election meeting, except in the case of an extended election.)
	
	

	11
	Start accepting written nominations for the elections.
	7 days before election (can start any time after notification in the Western Cape, and must be lodged at least seven calendar days prior to the meeting)
	

	12
	Take all possible steps to ensure that the requisite number of parents, with the requisite skills and character attributes, is nominated.
	
	

	13
	Take all reasonable steps to persuade your parents to nominate and vote – you really don't want a second poll.
	
	

	14
	Arrange for the RCL to elect their representatives, if the school has learners in Grade 8 or higher: the representatives must be chosen not only by the RCL, but must be RCL members.
	
	

	15
	Have a copy of the minutes of the previous year’s election meeting to display, read or hand out at the election meeting (or propose they are “taken as read”).
	
	

	On the day of the election (or the day before, if you are holding an early morning meeting/election)

	16
	Prepare the venue, including chairs, podium, public address, PA system and requisite notices as is usual practice in your school.
	

	17
	Draw up a final list of nominees, and display a brief CV of all nominees at the polling station.

	

	18
	Print ballot papers, and ensure that they contain the school's stamp or some other unique mark. This can only be done once all nominations are in and you know how many to print, so have someone on standby to do it.
	

	19
	Ensure that ballot boxes are available, and in place – more than one will be needed If you are having a split election.

	

	20
	Have the voters’ roll in place, and ensure that you have people in place to mark off the voters as they arrive.

	

	21
	In the case of a ‘normal’ election, ensure that the agenda has been properly prepared, and that it is handed out, displayed on a flip chart, OHP or by using a data projector.
	

	22
	Ensure that people are in place to verify the identities of voters by checking identity documents and to keep a tally to ascertain when/if a quorum has been reached.
	

	23
	Ensure that people are in place to hand out the ballot papers after nominations have been closed.

	

	24
	Ensure availability of signage, parking attendants, ushers, etc., to direct voters to the polling station.

	

	25
	Have people in place to do the counting – ensure that they are forewarned and advised on procedures.

	

	26
	Put a clear procedure in place for announcing the results: ensure that the Electoral Officer, who makes the announcement, knows what is to be done and when.
	

	27
	Appoint a minuting secretary to take the minutes at the meeting.

	

	28
	Provide pens or similar for those who forget to bring their own.

	

	After the meeting – when meetings end late, this may be done on the following day or days. 

	29
	Ensure completion/formalization of the process. 

	

	30
	In all provinces other than in KZN, the Principal oversees the election of office bearers.  In KZN it is the Electoral Officer.   In the W/Cape the principal must do so within 5 days and handover must occur within 10 days.  Until then the outgoing SGB remains in place.
	



